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DOCUMENT NAME:  Printing - GPO 
 
                                                DOCUMENT TYPE:  37 
 
 
1. Description:  Printing and Binding Requisition or Print Order is used by units to 

request various printing, graphics, and audiovisual work from the Government 
Printing Office (GPO). 

 
2. Primary Forms: SF-1,  Printing and Binding Requisition to the Public Printer 

GPO Form 2511,  Print Order 
 
3. Related Forms:  None. 
 
4. Document Number:  Standard Number - unit assigned. 
 
 SAMPLE: 3704904FAB001 
 
 Document     FY    Procurement  FY Contract               Program   Document 
          Type     Funded      Site          Originated     Region   Element    Sequence   Suffix 
 
             37           04          90                  4                F            AB             001 
  
Note:  See paragraph 7 for additional information on document numbering. 
 
5. Accounting Line:  If multiple accounting lines are used, a different suffix is 

required for each accounting line. 
 
 SAMPLE:  2/F/401/136/30/0/AB/12345/2409 
 
6. FINCEN Critical Processing Requirements:  Issuing units must ensure that the 

following information is included on each SF-1 or GPO-2511 submitted to FINCEN: 
  

a. Full requisition number in requisition number block.  (See paragraph 7.a. for 
       instructions on the construction of this number.) 
 
b. Jacket number in jacket number block.  (Assigned by GPO) 
 
c. Billing Address Code (BAC) in BAC code block.  (May be obtained from GPO) 
 
d. ALC 70-06-0000 must appear in the additional information block of the SF-1 and 

in the distribution block of the GPO-2511. 
 
e. A full line of accounting must appear in the additional information block of the 

SF-1 and in the distribution block of the GPO-2511 or if paid by credit card, the 
last 6 digits of the cardholders number and date paid must be annotated on 
form. 

 
f. The appropriate Treasury Symbol must appear in the Appropriation Chargeable 

block.  (See Appendix B for Treasury Symbol for the appropriation cited in the 
line of accounting). 
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7. Other Information:   
 

a. Both forms (SF1 and GPO-2511) have a requisition number block.  GPO requires 
that the first digit represents the FY followed by a dash, and then a 5 digit order 
number (numeric characters only).  Use the following numbering sequence to 
ensure GPO requirements are met and still provide sufficient information to 
properly create a Doc ID .  Requisition numbers use the last digit of FY, a dash, 
ATU number (see Appendix C) followed by a serial number from 001 to 999, a 
space, then the Doc Number without the Doc Type (37),  the FY (e.g., 0), or the 
suffix.  For example, 4-36001 904FAB001 represents the first print request in 
FY04 where GPO will use the 4-36001 for their requisition/contract number and 
where the document number was 3704904FAB001. Credit Card purchases will 
have the same information annotated as well as the last 6 digits of the card 
holders number and date paid. 

  
b. The GPO will enter this requisition number on the IPAC billing.  FINCEN will 

spread the charge to the correct PES using the Doc ID information and adding 
back the Doc Type (37) and FY fields (e.g., 04). 

 
c. On the rare occasions that an ATU may require more serial numbers beyond   

999 or that an ATU wants to use multiple lines of accounting, contact FINCEN, 
(OGQ). 

 
(1) SF1’s do not have a special block for the print order number. If a number is 
used it can be annotated IAW instructions below in the Additional Information 
block. 

 
(2) When submitting GPO-2511's for print orders the requisition number will 

remain the same as the requisition number on the SF1 for the contractor 
you wish to utilize. 

 
(3) Each GPO-2511 will be given its own print order number.  This print order 

number will be used as part of the document number.  If the GPO does not 
give you a series of print order numbers, then begin your series with your 
ATU number from Appendix C.  The document number for use with the 
GPO-2511 form will be constructed as follows: 3704 will be used to start all 
FY04 printing requisitions, the next two digits will represent the contract site 
of the FPD transmission, the next digit will be for the fiscal year chargeable, 
the next digit will be the last digit of the five digit contract number used in the 
requisition box, and the final five digits will be the print order number.   

 EXAMPLE:  3704904136002  Represents the second print order. 
 

(4) Print order numbers should be sequenced and should not be repeated.  The 
document number as it will appear on the PES report should be placed at 
the bottom left hand corner of the GPO-2511 along with the accounting 
data.  A copy of the GPO-2511 which will be sent to the contractor should 
be mailed to the FINCEN.  (See paragraph 6)  Another copy should be 
mailed to the unit requesting the printing so they will be aware of the 
document number to be used. 

 
8. FPD Information: 

a. Standard generic input is made through the Simplified Acquisitions Applet in the 
PO Module. 

 
b. Obligation will transmit electronically via FPD. 
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8. c. A copy of the GPO Form 2511 or SF-1 should be mailed to FINCEN and should 

have the statement on the face of the document: 
 

"OBLIGATION TRANSMITTED ELECTRONICALLY VIA FPD" 
 

d. Since the OF-347 form defaults to “P”, the user should toggle the 
public/government indicator to “G”. 

 
9. Document Flow: 
 
 GPO Unit FINCEN 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Request  
for 

printing 
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IPAC 
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Payment Collection 

Obligation 

Figure: 12F-5 Printing - GPO  
 

a. Figure 12F-5 describes the procedures for processing the Printing - GPO form. 
 

b. If a onetime print order is required, the unit fills out an SF-1, Printing and Binding 
Requisition to the Public Printer.  One copy of the requisition is given to GPO, 
one copy is retained in the unit files, and one copy is mailed to the FINCEN.  
The copy mailed/faxed to the FINCEN must contain the Jacket Number,  
Billing Address Code (BAC), Print Order Number, and Requisition Number.  
Fax number: 757-523-6096 Attn: OPA. 

 
c. If a term contract has been established as a result of a SF-1 requisition, any 

subsequent print requests should be submitted on a GPO-2511.  One copy of 
the GPO Form 2511 is sent to GPO, one copy is retained in the unit files, and 
one copy is mailed to the FINCEN. 

 
d. The FINCEN receives an IPAC bill from GPO, and individual charges are spread 

to the unit. 
 

10. Sample Form:  See Figures 12F-6 and 12F-7. 
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11. PES Report: 
 
 First print request: 
 
                                            TRANS      BATCH         COST        OBJ                           UNDELIVERED       ACCRUED 

DOCUMENT ID         CODE      NUMBER     CENTER    CLASS    COMMIT           ORDERS             EXPEND        EXPEND 
 
3704904FAB001000     051       04011FHAA    12345        2409          0.00                  500.00                  0.00                 0.00 
 
3704904FAB001000    136F      04035FH4A     12345        2409          0.00                  500.00-                 0.00             500.00 

 
 Second print request: 
 
                                            TRANS      BATCH         COST        OBJ                           UNDELIVERED       ACCRUED 

DOCUMENT ID         CODE      NUMBER     CENTER    CLASS    COMMIT           ORDERS             EXPEND        EXPEND 
 
3704904136002000     051       94041FHAA    12345         2409          0.00                 175.00                    0.00                0.00 
 
3704904136002000    136F      94065FH4A     12345         2409          0.00                 175.00-                   0.00            175.00 

 
12. References:  None. 
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Figure 12F-6 SF-1, Printing and Binding Requisition to the Public Printer 
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Figure 12F-7 GPO-2511, Print Order 
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